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Souping Up Your Resume 

Question:    

WHAT IS THE PURPOSE OF A RESUME?? 
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 Even the best resume will not get you the 

job; you'll need to convince the employer 

during the job interview.  
 

  

The resume is simply a marketing tool to get 

you into the door and get an interview. 
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“Resume Realities” 
Some things to keep in mind 

• The 10-30 second rule: employers will 

determine within the first 10-30 seconds 

whether or not to keep your resume. 

 

• Grammatical errors: they will be noticed! 

 

• There are many other applicants that are 

competing for the job you’re interested in. 
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“Resume Realities” (continued) 

Based upon the number of applications and 

resumes employers receive, don’t be surprised 

if your resume ends up… 

 

                       

 

 

    …here       
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What should I do? 

 

BREAK THE MOLD! 

Make it PERSONAL and SPECIFIC to the job. 

 

But first, you probably have some questions… 
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Common Questions 

• What if I don’t have any experience in the job I am applying for? 

V Start volunteering in the field ASAP. 

 

• How far back should I list my work experience? 

V 10-15 years max. 

 

• What if I have gaps in my employment? 

V Explain it (Family leave, schooling, volunteer work, self-employed, 
etc) 

 

• What if there are lots of jobs I am looking for? 

V Tailor your resume for each. 
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Common Questions (continued) 

• Is there such thing as a “perfect” resume? 

 

V“beauty is in the eye of the beholder”. No, there is no 

perfect resume but if you use some “basic” tools that 

are based upon employer feedback, your resume will 

hopefully end up… 

       …here 
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What is a resume? 

It IS: 
• brief and to the point. 

 

• specific to the objective. 

 

• based on facts. 

 

• based on your 
accomplishments. 

 

• a document that can be 
changed and revised. 

 

• simple and easy to read. 

 

It IS NOT: 
V a long-winded biography. 

 

V general and vague. 

 

V based on opinions. 

 

V based solely upon your past 
duties. 

 

V a document that is “set in 
stone”. 

 

V a document that has clip art 
or pictures on it. 

 



4 basic components to a resume 
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Objective 

Education 

Skills 

Work 

Experience 
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OBJECTIVES… 

• …indicate the EXACT job title for which you are 

applying(when possible), company name, 

and/or location. 

• …need to be clear and concise.  
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Targeting a specific position at a specific company/location 
 

Objective: Seeking to obtain a position as a Medical Biller at Ogden Medical Clinic in 

South Ogden. 

 

 

                 

Job Fair OR Blind Ad 
 

Objective: to obtain a Patient Accounts position in an office with the responsibility of 

medical billing and coding, providing exceptional customer service, and demand for 

detailed and accurate work. 

 

Examples 
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EDUCATION… 

• …indicates your professional credentials. 

• …provides reference to your training. 

• …should be consistent with your work experience. 

• ...in most cases, do not add your high school once you have 

a college degree  

• List awards/honors/GPA if 3.5 or higher or Dean’s List 

 
Bachelor of Science degree in Organizational Behavior  October 2000 

National University in Fresno, California 

* Winner of annual Leadership Award – 1999* 

 

Associate of Arts degree in Early Childhood Education  December 1994 

College of the Sequoias in Visalia, California 
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SKILLS… 

• Identify what you will bring to the company. 

 

• Relate to the objective. 

 

• Include “hard skills” and “transferable skills” 

 

• Use bullets, not paragraphs 

 

• 10-12 should be plenty  
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Creating a skills list… 

• O*Net  http://online.onetcenter.org/ 

• Read job descriptions 

• Course outlines/brochure for your program 

• Talking to people in the field to find out what 

traits and skills are most valuable 

• Keep an ongoing list of skills from each job as 

well as special accomplishments 

 

http://online.onetcenter.org/
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• Position Description:  

 Position requires working knowledge of third- party payer contracts; an 

understanding of CPT and ICD-9 coding; an understanding of the billing 

process; a working knowledge of medical terminology; an understanding 

of CHDP, Medical, Medicare, Healthy Families; proficiency in operating a 

10-key and a PC; strong customer service skills; the ability to check 

effectively, problem solving skills, the ability to work with minimum 

supervision; and the ability to provide cross-training, as well as to be 

cross- trained. Must be reliable and detail oriented and has experience 

using a practice management system—prefer EPIC or MegaWest  

 

• Qualifications:  

 Req. Education: Medical Billing Certificate or equivalent number of years 

of related experience or equivalent combination of education and 

experience, High School Diploma or GED FQHC experience preferred  

 

 

TECHNICAL or ñHARD SKILLSò vs. ñSOFT SKILLSò  
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Have you everéé 

Á Solved a challenging problem? 

 

 

Á Achieved something with fewer resources or less/no money? 

 

 

Á Saved the company money by reducing time or cost? 

 

 

Á Improved the productivity or operation? 

 

 

Á Increased sales? 

 

 

Á Completed something on time OR ahead of schedule? 
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Á Demonstrated outstanding leadership skills? 

 
Á Took on additional responsibilities that what was expected or required of you? 

 
Á Received verbal, financial, certificated recognition? 

 
Á Increased fundraising profits, collections, or distribution from the previous year? 

 
Á Learned a task more quickly that someone at the same level? 

 
Á If no work history, focus on accomplishments at school (grades, attendance, 

progress, tasks, projects, leadership) 

 

Á Led a team on a project with on time or better results? 

 
Á Reduced spending on something by learning to do it yourself? 

 

 

Have you everéé 
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WORK EXPERIENCE… 

SMITH COLLECTION AGENCY- Visalia, CA    200X to Present 

Collections Specialist 

Å Contactedé. 

Å Supervised é 

Å Increased total yearly collections by é 

 

ABC BOOKEEKPING -  Location     200X to 200X 

Book Keeper 

Å Organized é 

Å Maintained accurate accounts  

Å Developed é 

 

Company Name - Location      200X to 200X 

Receptionist 

Å Prepared é 
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Å Career Services Rep/Instructor   San Joaquin Valley College  08/08 ï present 

Å Substitute Teacher   Kings County Office of Ed   04/08-12/08 

Å ESL Instructor   Prince William County Adult Education  10/07-03/08 

Å Student Representative  ITT Technical Institute   03/07-07/07 

Å Substitute Teacher   Department of Defense   08/05-06/06 

Å Program Facilitator   NAMS, Inc.     02/04-08/05 

Å Substitute Teacher   Kings County Office of Ed   03/03-12/03 

Å Employment and Training Tech  Kings County Job Training Office  10/00-02/02 

Å Receptionist   KCAO, Inc. (non-profit)   10/94-09/00 
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WORK EXPERIENCE (continued) 

• List a few of your job duties, then… 

• …indicate your ACCOMPLISHMENTS. 

 

Example 
Sales Associate: Verizon Wireless   1999-2003 

ÁProvided quality customer service, researched and promoted 
Verizon products 

Á Increased sales by 60% 

ÁBecame Staff Member of the month 

ÁLed team of 5 and was promoted from a Customer Service 
Representative to Sales Associate after one year 

 



Other Add-ins 

 

 

• Onions 

• Celery 

• Corn 

• Seasonings 

• Other yummy stuff 
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ADDITIONAL HEADINGS 

• Volunteer or Community Outreach Experience 

 

• Awards and Honors (if they do not fit below 

other headings) 

 

• Certifications (you can list separately or include 

in SKILLS section as “Certified in:….) 
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Common Questions (continued) 

• I hear about CHRONOLOGICAL and FUNCTIONAL 

resumes. Which one should I use? 

VEmployers typically like CHRONOLOGICAL 

because it states your work history from the 

most recent to the first (remember the 10-15 

year rule). Use FUNCTIONAL if you have limited 

or no experience relevant to the job title you 

are applying for. 
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Functional or Chronological Resume 

Which one should I use? 

• Choose CHRONOLOGICAL if you have work 

experience and/or training that is RELEVANT to 

the job you are applying for. 

 

• Use FUNCTIONAL if you don’t have a lot of work 

experience and/or training that is consistent 

for the job. Summarize your skills by listing 

your accomplishments. 
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Example of a CHRONOLOGICAL Resume 

• Chronological resumes 

are designed to attract 

employers to your recent 

education, skills and 

work experience. 

• They can be designed in 

a number of ways  

• They begin with the 

MOST RECENT 

experience. 
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Example of a FUNCTIONAL resume 

• Functional resumes are 

more general. 

• The majority of info is in 

the Qualifications 

section. 

• The Qualifications 

section highlights your 

training and experience 

that relate to the job 

you are applying for. 
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GENERAL RULES with RESUMES 
• FONT 

Size 11-12 for all except NAME and HEADINGS 

• NAME AND HEADING SHOULD BE BOLD/CAPITALIZED/12-14 

• Use a sans serif font 

 

• FORMAT 

• Neat and well organized; balanced 

• Communicate your strongest points first 

• Consistency in grammar and style 

• Do not use the word “I”, long sentences, or paragraphs 

•Keep to one page 

 

 

• PAPER 

• Always use high-quality resume paper 
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Final Tips… 
 

• Make your resume specific to the job: hiring 

managers will notice if yours is a “general” resume that is being 

sent out to many employers. The only exception to using a generic 

resume is at a job fair or if you apply to a “blind” ad. 
 

• Key Word search: When submitting resumes online 

through a company website, try to tailor the wording on your 

resume to the job description because of key word selection 

through a computerized database. 
 

• Follow up : Whenever you submit your resume by fax, email, 

or online, contact the employer to make sure it was received and 

ask when the interview selection will begin (then you know when 

to check back) 


